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FROM THE ELECTORAL COMMISSIONER 


On Saturday 24 November 2018, approximately 4.2 million Victorians will elect the new 
members for the State Parliament. Victorians will be electing the two Houses of the Parliament, 
the Legislative Assembly (Lower House) and the Legislative Council (Upper House). 


There are 88 members of the Legislative Assembly and each member represents one electoral 
District. There are 40 members of the Legislative Council and five members are elected to 
represent each of Victoria’s eight Regions. 


Election officials are the front line representatives of the Victorian Electoral Commission (VEC) 
and play a pivotal role in the delivery of fair and impartial elections in Victoria. With that comes 
responsibility. In your work for the VEC you must be accurate, conform to processes, follow 
instructions, and be prepared for close public scrutiny. Further, the VEC is strongly committed to 
providing access to electoral services for all members of our diverse community and it is 
important you aim to provide every elector with service that exceeds their expectations. 


You are an integral part of a large, state-wide team established across Victoria and | thank you 
for agreeing to undertake this important role. 


WARWICK GATELY AM 
ELECTORAL COMMISSIONER 


THE VICTORIAN ELECTORAL COMMISSION 


Our Vision 


Our Values 


Our Purpose 


All Victorians actively participating in their democracy. 


Independence: acting with impartiality and integrity 


Accountability: transparent reporting and effective stewardship of 
resources 


Innovation: shaping our future through creativity and leadership 
Respect: consideration of self, others and the environment 
Collaboration: working as a team with partners and communities 


To deliver high quality, accessible electoral services with 
innovation, integrity and independence. 
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VOTING CENTRE MANAGER GUIDE ABOUT THIS GUIDE 


ABOUT THIS GUIDE 


This Guide is to assist you in your role as Voting Centre Manager. You should 
keep it with you in your Voting Centre Manager’s Return folder and refer to it 
throughout your appointment, ticking off tasks as you complete them. 


Use the Guide in conjunction with the Election Official Manual, which is a 
reference for critical processes and procedures. If you are unsure of any of the 
procedures, or if you have any questions, contact the Election Manager before 
election day. 


This Guide must be returned to the Election Manager with the other materials at 
the end of election night as a record that all necessary checks were performed 
and all tasks were completed. 


ELECTION LIAISON OFFICER REVIEW 


Election Liaison Officers will visit voting centres on election day to: 
e ensure procedures are being followed correctly; 
e offer assistance and advice. 


Election Liaison Officers are also accountable for the performance of election 
officials at voting centres they visit and are required to complete assessments at 
the end of the day. Your Election Liaison Officer will need to check this Guide 
and must sign below to confirm that they have reviewed procedures in your 
voting centre. 


am/pm / of 
des ceo nal a —. 
(first visit) 

am/pm / of 
= cc eas <n 


(second visit if applicable) 


VOTING CENTRE MANAGER GUIDE ACTIVE LEADERSHIP IN YOUR VOTING CENTRE 


ACTIVE LEADERSHIP IN YOUR VOTING CENTRE 


The Voting Centre Manager and Assistant Voting Centre Manager are the 
leaders within their voting centre. The team will look to them for advice and 
support throughout election day. 


An active manager will be constantly focused on the four areas below as they 
work through their responsibilities. They will be asking themselves the following 
questions and taking an active approach to ensure optimal coverage across all 
areas. 


e How is the experience for the elector? 
e What support do my team need now? 
e Are all processes being undertaken accurately? 


e Have | planned sufficiently for all upcoming tasks? 


Elector 
Experience 


= 


Process 
Accuracy 
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BEFORE THE ELECTION 


TRAINING 


In the weeks before the election, complete the following tasks. 


STAFF 


Teese Tes ei 


Read the Election Official Manual. Ensure you are familiar with all the 
content, including appendices. 


Read this Guide, ensuring you are familiar with all the content 
including appendices. In particular, Appendix 71 covers important new 
canvassing rules for this election. 


Complete the online training module. 


Complete the home study exercise. 


Attend Voting Centre Manager's training at the election office, bringing 
your completed home study exercise with you. 


Ensure you are familiar with the contents of the Voting Centre 
Manager's Return folder (which will be provided at training). 


te 


Contact each election official and remind them: 
e of the day and date of the election; 
e of the address of the voting centre; 


e of their start time and the need to be ready to start working at 
7.30 am sharp; 


e that they will need to stay until count is completed (this could be 
well after the 6:00 pm close of voting); 


e to complete their training, which includes reading the Election 
Official Manual and online modules; 


e that they should not post anything on social media in relation to the 
election or political issues being discussed in the lead up to the 
election; 


e to bring enough food for the entire day; 


e that mobile phones will need to be switched to silent and put away, 
so they may wish to wear a watch; and 


e to wear neat, comfortable clothing. 


Prepare a draft roster, including meal breaks for each person. 
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MATERIALS 


Tea and coffee are not supplied by the VEC. If you have kitchen facilities 
available in your voting centre you may wish to arrange between yourself and 
your staff for the provision of tea, coffee, milk and sugar. 


The Election Manager will advise when you can collect your election materials. 
It is essential election material in your care is kept secure at all times. Take 
particular care with the security of ballot papers, laptops (and their passwords), 
scannable rolls and tablets, which must not be taken to the voting centre prior to 
election day. 


Most cardboard furniture is delivered directly to voting centres before election 
day and collected in the three weeks after election day. When you receive your 
materials from your Election Manager complete the following checks and report 
any shortfalls. Single issuing point voting centre cardboard must be collected by 
the Voting Centre Manager from the election office (generally at training), 
except where the voting centre is part of a joint voting centre in which case 
cardboard will be delivered. 


General-—check 


[|] Each item received checked against the Distribution Checklist for 
Voting Locations. 


[Items in the Voting Centre Manager's Return folder are listed 
individually on the checklist.] 


a Each printed scannable roll is in a grey folder with an Account of Ballot 
Papers—Ordinary Issuing Officer (SRoll) P1041 inside; one for each 
ordinary issuing point — do not unwrap at this stage. 
[| All tablets are functioning. You will need to check the tablets: 
e power on and are fully charged; 
e go to the roll look-up; 


e have working passwords. 

For voting centres with electronic roll mark off for absent votes: 

a All laptops are functioning. You will need to check the laptops: 
e power on and are fully charged; 


e go to the electronic roll; 


e have working passwords. 


Voting Centre Manager’s Return folder-check 


The Voting Centre Manager's Return folder contains all the forms required on 
election day, including: 


The VCM Voting Centre Details report—additional venue information 
and up-to-date contact details for collection and return of keys for the 
voting centre. 
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i 


The proposed voting centre layout diagram (if applicable). 


The Voting Centre Attendance Record—contains details for all staff 
including any additional languages spoken. 


[Forms must be returned in the exact order as detailed on the /nitial 
Check of Returned Materials P1083 form in your folder.] 


Aerial map showing the position of the Designated Entrance to the 
voting centre and the 100 metre boundary. 


Ballot papers—check count 


fee 


The number of ordinary ballot papers received against the Ballot 
Paper Inventory—Voting Centre P1045 and record updated amounts in 
the check count row." 


[Contact the Election Manager if there are any large discrepancies. ] 


The number of boxes of absent ballot papers and the number of 
packages of blank ballot papers against the P1045 and record 
number. 


[These ballot papers do not need to be counted. Each absent set has 
880 ballot papers (10 per District) and each package of blanks has 80 
ballot papers (10 per Region). Do not open until it is necessary to do 
so as this will aid reconciliation at the end of the day] 


INSPECT VOTING CENTRE 


The Election Manager will advise of your voting centre contact person. Obtain 
the key, inspect the premises as soon as possible to become familiar with the 
space to be used on election day, and discuss any concerns with the Election 
Manager. 


Check during inspection 


[| 


fa, (ee [i 


Confirm timing of availability of voting centre for setting up on election 
eve. (Note: this has been discussed at point of booking.) If not 
available, contact the Election Manager immediately. 


Parking: Is there a designated wheelchair accessible car park, or does 
one need to be established? 


Check the VCM Voting Centre Details report to determine if there are 
any special accessibility needs for your voting centre. 


Is the path from the car park to the building a long distance? If yes, 
chairs may need to be set up on election day so people can rest. 


1 See Appendix 2 for sample forms. 
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[| 


[| 
[| 


Bie 


Peet Mee ea), CSTE a] sl Feesi es 


Which entrance is to be used to as the Designated Entrance? This 
should be the most accessible entrance (see Entrance and exit later in 
this chapter). Refer to the proposed layout and aerial maps provided 
by the Election Manager. 


Check for potential hazards, e.g. small steps at the building entrance. 
Storage for cardboard equipment: Where is it stored and how will this 
be accessed on election eve? Record the location below. Also check 
where the cardboard equipment is to be stored at the end of the day. If 


cardboard can’t be located contact the Election Manager as they will 
have a record of delivery. 


Location of 


Availability of outside rubbish bins. Ensure these are available outside 
school hours (not locked). VEC cardboard bins are for inside use only. 


Adequate number of adult-sized tables/chairs and where they are 
stored for access. 


Location of chairs 


Adequate lighting. 


Toilet facilities: Are they unlocked and are there any access 
limitations? 


Toilet facilities: Is there a wheelchair accessible toilet available? 


Waste paper and/or recycling facilities. 


Check arrangements for the collection and drop-off of keys. 


Kitchen facilities. 


Heating and cooling switches if applicable. 


Location and number of power points for laptops and/or tablets. 


Any security arrangements. 
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PLAN YOUR VOTING CENTRE LAYOUT 


e Plan the layout of the voting centre. Refer to information provided by the 
Election Manager, including information about the Designated Entrance, and 
Appendix 3 of this Guide. 


e Discuss any changes to the proposed entry/exit with your Election Manager. 
e Each ordinary issuing point will have a scannable roll. 
e The flow of electors should be based on ‘bank style queuing’. 


e Declaration issuing points may be provided with a laptop for voting centres 
expecting more than 100 absent votes. 


e One tablet for electronic roll searching will be provided to all voting centres 
to be located in the declaration area. 


Joint voting centres 


A joint voting centre is a centre where ordinary votes are issued for more than 
one District. They are appointed where a voting centre is close to another 
District's boundaries and significant numbers of electors from that other District 
are expected to attend. Your Election Manager will advise you if your venue has 
been appointed as a joint centre. 


Joint voting centres will have separate areas for issuing ordinary votes for each 
District but have one single declaration issuing area managed by the Host 
District (i.e. the District the voting centre is located in). Special information on 
the operation of joint voting centres is included in the Election Official Manual.” 
The same principles for planning layout apply to joint voting centres. 


CONSIDER DURING LAYOUT 


Entrance and exit 


The Election Manager will have determined which entrance will be the 
formally identified Designated Entrance to the voting centre. 


Generally, where a voting centre has two doors, one with ramp 
access, the door with the ramp will be the entrance and the other door 
will be the exit. Be mindful that those using the ramp will have to exit 
against the flow of electors entering. 


Some exceptions to this are if: 


e the ramp or doorway is narrow, so electors using the ramp 
(entrance) to exit will be obstructed by those entering or queuing. 
There may be less obstruction designating the ramp door as the 
exit in these circumstances; 


e the ramp is not in an obvious location. In such cases use clear 
signage to direct electors requiring ramp access to that entrance; 


Part 1 in the Election Official Manual — Preparing for election day / Types of voting centres. 
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e if locating the ramp away from the Designated Entrance, ensure a 
staff member is at that entrance, briefed to provide necessary 
assistance. Additional staffing requirements may need to be 
discussed with your Election Manager. 


Placement of furniture and equipment 


Furniture and equipment placement must maximise access for all electors 
including those with a disability. The following points should be considered: 


[| 
[| 


[| 
[| 


[| 


fd) IE 


Flow of electors 


[| 
[| 


Declaration issuing points must be clearly defined away from ordinary 
issuing points and allocated a small ballot box. 


Power point location is important for laptops and tablets. Extension 
leads and power boards are provided with devices, contact the 
Election Manager if more are required. Establish charging stations if 
there are not enough power points. Leads must be positioned safely 
so they don’t become tripping hazards. 


Voting compartment placement must ensure secrecy of the elector’s 
vote. Place in a continuous line along one or two walls. 


Place low-level compartment or table top screens in the same line as 
other compartments, with a chair for the elector and a second chair in 
case the elector needs assistance. These screens are designed for 
wheelchair electors, the elderly or any elector who prefers to sit while 
voting. 


The Voting Centre Manager should have good visibility of the whole 
centre. Issuing officers should be able to see that only one elector is in 
a compartment at a time. 


Chairs must be available for people who may not be able to queue for 
a long period. 


Ordinary ballot boxes must be positioned so electors see the boxes 
and the exit door. 


[For voting centres without a Ballot Box Guard, position them near an 
issuing point so election officials can monitor the return of ballot 
papers.] 


[Declaration Issuing Officers will monitor their small ballot box.] 


Consider the position of the Queue Controller (where provided) where 
they can best observe the queue and direct electors. 


Ensure electors will not be crossing each other’s paths as they move 
through the voting process. 
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Placement of signs 


Consider where signs should be placed to allow maximum visibility 
and access. Signs provided are: 


e ‘Please Wait Here’—seen by entering electors 
e ‘Voting above the line for the Region’ 


e additional signs—must be displayed where electors can view them. 
Familiarise yourself with canvassing boundaries 


The position of the Designated Entrance determines the canvassing 
boundaries. An aerial photograph of the voting centre identifying the 
position of the Designated Entrance will be provided in the Voting 
Centre Manger’s Return folder. Use this to estimate the 6 metre and 
400 metre boundaries. The photograph will illustrate the 100 metre 
boundary.° 


Test plan 
[| Once you have planned your layout, walk through the voting process 
from the elector’s point of view. Begin outside from where electors are 


likely to approach, being conscious of the range of abilities electors 
may have. 


Voting centre layout 


Sketch the plan of your layout on Sketch Layout of Voting Centre 
P106 in your Voting Centre Manager’s Return folder. 


3 See Appendix 1 of this Guide for detailed information about the boundaries. 
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ELECTION EVE 


CHECK VOTING CENTRE 


UAE I ileal es 


fly Jed 


Double check additional information recorded on the VCM Voting 
Centre Details report regarding accessibility. 


Confirm arrangements for keys and access to gates, toilets, etc. 
Check outside rubbish bins are available. 


Carry out a walk-through of the voting centre - preferably with the 
venue contact. Look for anything that appears out of place, needs to 
be put aside or given to the voting centre contact for storage (e.g. 
school bags). Identify any unexpected hazards that need to be 
attended to. 


Check the chosen Designated Entrance is still suitable for use, with no 
obstructions prohibiting use. 


Determine the 6 metre exclusion zone that will be in effect from the 
Designated Entrance. If you have any concerns about the safety of 
those on the periphery of the exclusion zone, contact the Election 
Manager to discuss whether a reduction to the 6 metres is warranted. 
If so, prepare a Reduction of Six Metre Distance P1093.‘ 


ASSEMBLE CARDBOARD EQUIPMENT 


Assemble cardboard equipment including: 


Spe eee se 


Voting compartments 


Queuing equipment 


Disabled parking sign (if applicable). Keep this inside overnight and 
put it in position outside on election day. 
Sign posts 


Ballot boxes (must not be sealed until just prior to 8:00 am on election 
day) 


Rubbish and recycling bins 


4 See Appendix 1 of this Guide for detailed information about the boundaries. 
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EMERGENCY CHECKS 


[| Complete Voting Centre Safety Checklist P1088 provided in Voting 
Centre Manager's Return as far as practicable. Some items may need 
to be completed on election day. 


a Locate the existing emergency evacuation area/assembly point in 
place for the building area being used as a voting centre (these are 
usually shown on signs next to building exits). 


| Identify an area within the voting centre that can be used as a safe 
space for people in case of emergency. 


[| Ensure you have keys for all necessary exits, including any 
emergency exists that need to be unlocked on election day. 


E Complete details on VCM Emergency lanyard and attach keys for the 
venue. 


PREPARE VOTING CENTRE 


When setting up the voting centre, be conscious of the need to avoid damage to 
the premises. It is essential you do not mark floors or walls when moving 
furniture and displaying posters. Should a later claim be made by the venue, the 
VEC will contact the VCM to talk through. 


Arrange cardboard and other furniture according to your plan, remembering: 
A table and chair for yourself and for each issuing officer. 
Power leads ready for connection to laptops and tablets on election 


day. Keep power leads away from pedestrian traffic. Organise leads to 
present the least possible tripping hazard to staff. 


Ballot boxes for ordinary votes. 


Ballot box(es) for declaration issuing point(s). 


Voting compartments—attach pencils with string. 


Attach a magnifying sheet to one or more voting compartments with 
string and stick the label indicating the magnifier to the voting 
compartment(s) (from labels kit Stat-Labels 05). 


A low-level voting compartment/table top screen (with magnifying 
sheet and maxi pencil attached). Ensure this is placed in a line with 
the other voting compartments. 


Queuing equipment, sign posts and rubbish bins. 


ERE S|) 2) sae a 
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CRITICAL SIGNS TO DISPLAY CLEARLY 


Inside the voting centre 


| 
[| 


[| 


Display the ‘Voting above the line for the Region’ poster to direct 
electors to ask an election official if they wish to see group voting 
tickets for the Region. 


Display the How to Vote poster near the head of the queue, for 
electors to read and ask the Queue Controller questions. 

[Use this poster to indicate the languages other than English spoken 
by election officials at the voting centre.] 

Display the instructions about re-using how-to-vote cards (found in 
labels kit Stat-Labels 05). 


[Place the instruction in a prominent place near where electors exit to 
encourage the re-use of how-to-vote cards.] 


Outside the voting centre 


[| 


a 


Reserve space for the voting centre banner on an external boundary. 


[Use the reserve sign and special tape provided to save a space 1.6 x 
0.75 metres. This is to avoid conflict with party/candidate workers who 
often arrive very early on election day to display signs on fences.] 


Identify the best position for placement of the Designated Entrance to 
Voting Centre P453 sign to be erected on election day. 


SORT MATERIAL FOR: 


Each ordinary issuing point 


Forms 


fee] One pad of 20 Elector Information Report P1081. 


i] One Result Slip—Unused Ballot Papers P583. 


a Some Applications for Electoral Enrolment. 


Envelopes 


[| One Spoilt Ballot Papers District/Region Pairs P942 envelope. 


VOTING CENTRE MANAGER GUIDE ELECTION EVE 
Equipment 
B One Election Official vest (badges are optional). 
| Pencils, a pencil sharpener and eraser. 


a One ruler and some note paper. 


Whole declaration issuing area 


Forms 


al Account of Declaration Votes — Worksheet for Voting Centre P443. 


he One Results Slip — Unused Ballot Papers P583. 


Envelopes 


a One Discarded District/Region Envelope P943. 
ia Some Absent Vote Exchange P957 envelopes (if laptops being used). 


Some Absent Vote Exchange P957R envelopes (if laptops being 
used). 


Labels 


[| Declaration Votes P850 label. 


i] Absent Set P849. 


Equipment 


One small ballot box. 

One power lead for tablet. 

One list of candidates. 

Stapler, staples and rubber bands. 


One small security box. 


Se ae 


VOTING CENTRE MANAGER GUIDE ELECTION EVE 


fees Some plastic seals. 


Each declaration issuing point 


Forms 


[| One pad of 20 Elector Information Report P1087. 


iil Small quantity of Applications for Electoral Enrolment. 


Envelopes 


Some Declaration Vote P940 (blue) envelopes. 


Some Application for Enrolment/Provisional Vote P9417 (yellow) 
envelopes. 


One Spoilt Ballot Papers District/Region Pairs P942 envelope. 


peal Hitched 


Equipment 


One labelled Declaration Counterfoils folder. 


One Election Official vest and badge. 


One power lead for laptop (where applicable). 


Some ball point pens, a ruler and note paper. 


ahead des) eel 


Roll Products 


One List of Streets, Victoria. 


[Do not take ballot papers, laptops, tablets, reference or scannable 
rolls to the voting centre until election day.] 


VOTING CENTRE MANAGER GUIDE ELECTION DAY 


ELECTION DAY 


BEFORE LEAVING HOME 


Check you have the following material: 


ah Mee a Meals Wea) edi ieah ile 


[| 


AT 7:00 AM 


Your Appointment Notice. 

All remaining election material including ballot papers, laptops (if 
applicable), tablet, and reference and scannable rolls. 

The Election Official Manual. This is an important reference resource. 
This Guide and any local instructions issued by Election Manager in 
the Voting Centre Manager’s Return folder. 


Staff meal break roster (only implement when it does not inhibit elector 
flow). 


Keys to the voting centre attached to your VCM Emergency lanyard. 


List of staff. 


Fully charged mobile phone and charger (your mobile phone should 
be carried with you at all times). 


A suitable device such as a mobile phone or radio for ascertaining 
correct time for open and close of voting. The preferable tools for 
doing this are the time signal pips broadcast hourly by the ABC, or the 
Telstra speaking clock (ph 1194) as they are audible to others 
(witnesses). 


Tea and coffee making supplies (if required). 


The Voting Centre Manager and Assistant Voting Centre Manager (if 
applicable) must arrive by 7:00 am and undertake the following tasks: 


[| 
pi 


[| 


Ensure entrance gates etc. are unlocked. 


Make a final check of the voting centre to ensure everything is as it 
was left the night before. Confirm exit doors and pathways to 
emergency assembly points are clear and unobstructed. 


Erect all necessary external signs, including the banner, disabled 
parking sign and the Designated Entrance to Voting Centre P453. If 
an adjustment to the 6 metre zone has been agreed, the Reduction of 
Six Metre Distance P1093 sign will also need to be displayed. 
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AT 7:30 AM 


Review area within 100 metres of the Designated Entrance to ensure 
there are no more than two signs as per the guidelines.° 


Use the template provided to check size of any signs that appear to be 
larger than 600 x 900 mm. 


Talk to any party/candidate workers outside to remind them to keep 
the area tidy and take everything when they leave, especially any ties 
on posters. 


Allocate ballot papers and scannable rolls or laptops to issuing points 
and the tablet and reference roll to the declaration issuing area. 


Refer to VCM Voting Centre Details report in case there are additional 
actions required for voting centre accessibility, including display and 
allocation of accessible parking sign. 


Set up laptops, connect to power and switch on (electronic roll voting 
centres). 


Set up tablet in declaration issuing area and switch on. 
Make a final check of the voting centre to ensure everything is ready 
for voting to commence. 


Complete any remaining items on Voting Centre Safety Checklist in 
the Voting Centre Manager’s Return folder and ensure you are 
wearing the VCM Emergency lanyard 


FE ys cf 


Election officials have been notified to arrive by 7:30 am. As staff arrive: 


Check and collect their Appointment Notices and place in the Voting 
Centre Manager’s Return folder in the plastic pocket labelled for this 
purpose. 


Before the briefing, identify who will be responsible for monitoring the 6 metre 
and 100 metre zones throughout the day. This should be a staff member 
allocated as the Voting Centre Liaison Officer, or a Queue Controller. For voting 
centres with laptops for declaration issuing points, the number of issuing points 
has been reduced but the number of declaration issuing officers has not. Rotate 
these staff to assist in queue management. 


[| Allocate staff to their positions as soon as they arrive. 
Before issuing commences Ordinary Issuing Officers must check 
count ballot papers and complete their Account of Ballot Papers — 
Ordinary Issuing Officer (sRoll) P1041 (scannable roll issuing points).° 


5 See Appendix 1 of this Guide for detailed information about the boundaries. 
6 Part 3 in the Election Official Manual — Getting started on election day / Check ballot papers. 
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B Record each allocation on Account of Ballot Papers — Voting Centre 
Manager — Ordinary Issuing Points P444.’ 


B Issue a language sticker for staff identified as speaking a language 
other than English. Ensure they are wearing language stickers and all 
staff are aware of the languages spoken. Vests (and badges where 
provided) should be at each issuing point waiting for them. 


If any election official fails to arrive, try to contact them. If the situation cannot 
be resolved, telephone the Election Manager for advice. Record on the 
Attendance Record P206 any officials who arrive late and the reason given. 


7:45 AM STAFF BRIEFING 


Once all staff have arrived, start the briefing. Do not wait beyond 7:45 am, 
commence even if some staff have not arrived. During the briefing cover the 
points on the following pages. Be sure to cover these points efficiently as you 
only have 15 minutes before voting opens. 


Emergency and occupational health & safety information 


al Briefly summarise emergency action plan; point out ‘safe space’ within 
the building and evacuation assembly area. 


(33 Remind staff that as per the Election Official Manual if an elector or 
election official is injured inside or outside of the voting centre it must 
be reported to the Voting Centre Manager at once. 


Election Official Manual 


[| Procedures were developed to ensure all voting is conducted in 
accordance with the law. Highlight the fact that there have been 
changes to legislation since the last election. Procedures must be 
adhered to by all staff. 


BB The Manual must be kept with officials all day and be referred to for 


clarification of procedures and completion of forms. 


General staff information 


Election Official vests must be worn at all times. (Badges are optional, 
if provided.) 


Identify the staff members responsible for queue management and 
voting centre liaison. 


Hats and sunscreen are available if staff must be outside during the 
day. 


PM eed Hee 


7 See Appendix 2 for sample forms. 


VOTING CENTRE MANAGER GUIDE ELECTION DAY 


The roster for meal arrangements. 


Rotation of staff to different roles during the day. Only rotate a staff 
member to a declaration issuing point if they have completed the 
training (e.g. Assistant Voting Centre Manager). 


Voting arrangements for staff. 

Keep the voting centre tidy, particularly voting compartments and 
issuing points. 

Location of toilets, other facilities and any other local issues. 
Importance of team work and requirement to stay until all duties are 
completed. 


Phones only to be used during breaks. Staff must not post comments 
relating to the election on any social media. 


ea NEM Mes Wee leeds 


Client service issues 


Emphasise expectation of outstanding customer service. Every elector 
is important and is to be dealt with in a fair, friendly and helpful manner. 


Importance of queue management (flow of electors etc.).° 


Staff must be alert for electors who may require additional assistance 
and act accordingly.® 


fea dE 


Issuing procedures 


The importance of correct completion of the Account of Ballot Papers 
— Ordinary Issuing Officer (SRoll) P1041 (scannable roll issuing 
points): 


The correct marking of: 


Ea) (Es 


e scannable rolls (pencil and ruler and mark only as directed)" 
e electronic rolls if provided (ensuring correct elector selected and 
issuing completed) 


a Officials must ask correct questions before issuing ballot papers and 
marking roll. 


8 Appendix 3 in the Election Official Manual — Roles and duties / Queue Controller. 
° Part 2 in the Election Official Manual — Electors needing assistance. 
10 Part 2 in the Election Official Manual — |ssuing an ordinary vote—-step by step guide. 
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Ballot papers 


[| 


[| 
|_| 


[| 


fe eed 


Leal le 


Before handing ballot papers to the elector ensure: 
e District and Region ballot papers are initialled 
e they are separated 

e Region ballot paper is unfolded. 


The correct script as set out in the Election Official Manual must 
always be followed exactly when handing out ballot papers. 


Electors vote for the address on the roll. If their address has changed 
from that on the roll, issue the vote for the address on the roll and ask 
elector to complete an Application for Electoral Enrolment. 


Electors should only have to queue once to vote. If they need to be 
directed to a different issuing point, ensure they can easily join the 
front of the other queue by attracting the attention of the Queue 
Controller or by taking them to the other issuing point. If taking them, 
secure ballot material first. 


Never turn an elector away unless they state they have already voted 
in this election. 


If an elector wishes to see group voting tickets send them to the 
Voting Centre Manager. 


Have the script for issuing ballot papers open in front of you (p. 21 — 
Ordinary Issuing Officers and pp. 37, 39 and 45, Declaration Issuing 
Officers) 


Ballot papers and ballot boxes must be secure at all times. 


Spoilt ballot papers returned to an issuing officer must: 

e have ‘SPOILT’ written on the back; 

e be placed in Spoilt Ballot Papers District/Region Pairs P942 
envelope. 

Discarded ballot papers found in the voting centre must: 

e have ‘DISCARDED’ written on the back; 

e be placed in Discarded Ballot Papers District/Region P943 


envelope by the Voting Centre Manager. 


Electors who require assistance are entitled to nominate another 
person to assist them in casting their vote, but generally only one 
person is entitled to be in a single voting compartment at a time. 


VOTING CENTRE MANAGER GUIDE ELECTION DAY 


For Ordinary Issuing Officers 


Check-count all allocations of ordinary ballot papers to ensure each 
bundle has 50 ballot papers. 


If elector cannot be found on the roll, take them to the declaration 
table. 


2 IE 


For Declaration Issuing Officers 


Confirm devices available and their use: tablets allow a state wide 
search of the roll; laptops allow electronic roll mark off. 


For electors who cannot be found on the roll, search for their address 
on the tablet or in the List of Streets, Victoria. If their address is found 
for the electorate, they can enrol and vote by completing a provisional 
vote. 


pelt Mec 


If their street is not on the list at all, it could be a new street since the 
List of Streets, Victoria was printed. Ask the Voting Centre Manager to 
call the Election Manager to check a more up-to-date List. 


Ensure electors return their ballot papers to the declaration table. 


The importance of correct completion of the Account of Declaration 
Votes — Worksheet for Voting Centre P443."" 


AGE 


General information 


You will conduct another briefing after the close of voting, prior to the 
count. 


Staff should refer any complex matter to you. 


fe) lea 


Ask if there are any questions. 


JUST PRIOR TO 8:00 AM 


a Process any scrutineers: 
e receive their Appointment of Scrutineer P380 form; 


e check the name of the voting centre is correctly listed on the form, 
and that the form shows original signatures of the scrutineer and 
candidate (photocopied signatures are not acceptable); 


e sign the form; 


e issue an identification label to be worn by the scrutineer while in 
the voting centre; 


"' Part 4 in the Election Official Manual — Prior to Close of Voting / Duties after 6:00 pm. 
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e check scrutineers understand their rights and responsibilities. 


Place completed P380s in the Voting Centre Manager’s Return 
folder." 


Seal ballot boxes in the presence of any scrutineers: 
e attach plastic security seals to each ballot box; 
e allow scrutineers to view the seal numbers; 


e record the seal numbers on the form Ballot Box Seal Numbers — 
Voting Centre P1042 in the Voting Centre Manager’s Return 
folder; 


e witness the form by signing next to the seal numbers. 


[Should a ballot box become full during the day, attach and record 
seals on a new ballot box. Under no circumstances open a ballot box 
before 6:00 pm.] 


Check the time by phoning the Telstra Speaking Clock on 1194 or by 
tuning in to ABC to hear the hourly time signal pips (the last pip marks 
the hour). 


[If using the clock on a mobile phone, the time is already synchronised 
with the Telstra Speaking Clock — ensure others can witness the time 
prior to closing the venue.] 


AT EXACTLY 8:00 AM OPEN THE VOTING CENTRE 


Just after 8:00 am check 


[| 
[| 
|_| 


Group Voting Ticket booklets are available in a prominent position on 
the Voting Centre Manager's table and the sign directing electors who 
wish to see the booklets is prominently displayed in the voting centre. 


Ordinary Issuing Officers have check counted all their ballot material 
and correctly entered the details on to the Account of Ballot Papers— 
Ordinary Issuing Officer (SRoll) P1041. 


Party/candidate workers are observing the 6 metre boundary outside 
the centre and not restricting the flow of electors. Signage within the 
100 metre radius of the Designated Entrance complies with size and 
number limits. 


12 Part 3 in the Election Official Manual — People in the voting centre / Scrutineers. 
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DURING THE DAY 


fe Gy fea Nise} Ea eel 


Check the security of ballot papers and that reserve supplies are out 
of view. 


Ensure staff are being rotated appropriately and given breaks. 
Ensure all issuing officers have their manual open in front of them at 
the relevant sections. 


Monitor the supply of ballot papers and envelopes and alert the 
Election Manager to potential shortages. Never turn an elector away. 


Ensure the Queue Controller is sending groups of electors with the 
same surname together to the same issuing point. 


Ensure there is a mini-queue of 2-3 electors at each issuing point. 
Ensure electors are not issued with a ballot paper until a voting 
compartment is vacant. 


Ensure electors are not queuing outside the building in unsuitable 
weather. 


Ensure regular monitoring of activities outside the voting centre. 


Ensure access doorways are open at all times and that nothing is 
hanging from door handles. 


Ordinary Issuing Officers 


= [ea 


Scannable roll is used correctly, electors are carefully marked off. 


Prescribed questions are being asked. 


Declaration Issuing Officers 


ey ee ES 


Staff are using the tablets correctly and writing the reference ID and 
the District on the top of each Declaration Vote P940 envelope. 


Laptops are used correctly (where applicable). 


Prescribed questions are being asked. 


The elector’s address is checked in the List of Streets, Victoria before 
issuing a provisional vote. 
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B Provisional votes are being issued correctly. 


Declaration electors are returning the ballot paper to the declaration 
table. 


LAPTOP (ELECTRONIC ROLL) ISSUES 


Laptops may fail during the day. In most cases, simply restarting them will 
restore function. More seriously, but less likely, laptops may not work at the 
beginning of the day, or may stop working during the day. In these cases, 
contact your Election Manager to discuss whether declaration envelopes will 
need to be used. 


INTERRUPTIONS TO VOTING 


If a disturbance occurs during the day, either within the voting centre or outside 
the premises, the Voting Centre Manager will: 


e attempt to resolve the matter in a sensible manner; 


e if necessary, have the offender removed from the voting centre by a police 
officer; '* 


e consult the Election Manager; 


e document details in the Voting Centre Complaints and Issues Report in the 
Voting Centre Manager’s Return folder and obtain witnesses’ statements, if 
possible. 


In any situation of this sort, common sense should prevail. 
Adjournment of voting 


Voting may be temporarily suspended for a period of no more than four hours if 
the Election Manager deems it necessary where the safety of electors and staff 
could be at risk. 


If, for any reason, the Voting Centre Manager considers that voting should be 
adjourned, they should contact the Election Manager immediately. Emergency 
management and safety procedures are in Appendix 6 of the Election Official 
Manual. 


If an adjournment proceeds the Voting Centre Manager must advise electors at 
or arriving at the voting centre of the time the centre is expected to reopen. 


FROM 4:00 TO 5:30 PM 


From 4:00 pm begin to prepare for the close of voting and the commencement 


of the count. Issuing points can be progressively closed down depending on 
elector flow. 


13 See Appendix 1 — Monitoring behaviour outside the voting centre; Responding to allegations of 
intimidation. 
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AT 5:30 PM 


PSM ESM [eae dd 


a 


esl tea lees 


Assemble Sorting Cards P580 for counting District ballot papers. 
Assemble Sorting Cards P580 for counting Region ballot papers. 


Prepare Result Slips—District - Used Ballot Papers P581D, Result 
Slips—Region — Used Ballot Papers P581R and Result Slips—Informal 
Ballot Papers P582. 


Prepare boxes with labels for packing materials after the count." 


Remind staff they must have voted before 6:00 pm. 


Check election officials at each ordinary and declaration issuing point: 


e have read the instructions for after close of voting in the Election 
Official Manual; 


e understand how to complete their forms to account for the ballot 
papers issued during the day."® 


Select two experienced election officials (including the Assistant 
Voting Centre Manager if available) to conduct the two candidate 
preferred count. 


[They must read Election Official Manual, Part 5 Scrutiny and Count / 
Two-Candidate-Preferred Count.] 


Ensure all election officials understand the duties you have assigned 
to them for the count. 


Collect material from each issuing point when they have closed down. 
Process Appointment of Scrutineer P380 from scrutineers as they 


arrive at the venue and issue ID labels Scrutineer P880.'° Check no 
scrutineers are waiting outside. 


[| 


At around 5:30 pm, talk to party/candidate workers about the need for 
them to take everything with them, especially ties and tape holding 
up posters. The area around the voting centre must be left in the 
condition it was found (or better). 


For voting centres with more than 2,000 estimated ordinary electors, Voting 
Centre Assistants will report to the voting centre at 5:30 pm to assist in 


14 See ‘Packing up and material return’ in this Guide. 

‘5 Parts 3 and 4 and Appendix 3 of the Election Official Manual — Part 3: Duties after 6:00 pm / 
Closing your issuing point; Part 4: Duties after 6:00 pm; Appendix 3: Forms. 

16 Part 2 in the Election Official Manual — People in and around the voting centre / Scrutineers 
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unfolding ballot papers and the packing up of equipment. They will finish at 
9:30 pm. 


Some voting centres will also have additional part-day Count Support Officers 
starting at 5:30 pm. They can assist with any task, including sorting and 
counting ballot papers. 


| Collect appointment forms from Voting Centre Assistants and Count 
Support Officers. 
Bl Brief any Voting Centre Assistants on the following points: 
e unfolding of ballot papers from District and Region ballot boxes; 


e placing ballot papers into stacks, but not sorting to preferences or 
counting; 


e assisting in folding and stacking of all cardboard furniture; 


e other duties as directed. 


Brief any Count Support Officers on the roles allocated to them. 


Prior to 6:00 pm check the time so your voting centre closes exactly at 
6:00 pm. 
Check the time by phoning the Telstra Speaking Clock on 1194 or by 


tuning in to ABC to hear the hourly time signal pips (the last pip marks 
the hour). 


[If using the clock on a mobile phone, the time is already synchronised 
with the Telstra Speaking Clock — ensure others can witness the time 
prior to closing the venue.] 


Ee 


AT EXACTLY 6:00 PM CLOSE THE VOTING CENTRE 


When the doors to the voting centre are closed at 6:00 pm sharp, any elector 
inside the voting centre is entitled to vote. If it is not possible for all electors to 
be in inside and there is a queue, an election official must join the end of the 
queue at 6:00 pm sharp and no further persons are to be allowed to join the 
queue. All electors in the queue at 6:00 pm must be allowed to vote. 
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ELECTION NIGHT 


BRIEF STAFF AND SCRUTINEERS ON: 


Responsibilities 


Formality 


a 


[| 


Order of the count*® 


[| 
[| 


Scrutineers must not handle ballot papers or interfere in any way in 
the progress of the count. 


The count will be done in a methodical way. It will not be rushed. 


Formality rules are found in the Election Official Manual, the Counting 
Team Leader Guide and the Scrutineer Handbook. Have a Scrutineer 
Handbook on hand for reference purposes. 


Ensure all election officials understand the formality of ballot papers."” 


If a scrutineer challenges a ballot paper’s formality, or formality is 
unclear to the election official, the official will place the ballot paper 
next to the ‘CHALLENGED’ Sorting Card. 


[The Voting Centre Manager will mark on the back of the ballot paper 
‘ADMITTED’ or ‘REJECTED’ and initial and date the decision. 
Rejected ballot papers will be put to the ‘INFORMAL’ Sorting Card and 
admitted ballot papers put to the first preference candidate’s Sorting 
Card.] 


[You will alert scrutineers when you are about to check challenged 
ballot papers. The Voting Centre Manager’s decisions on declarations 
and ballot papers are final.] 


Under no circumstances are there to be discussions between 
election officials and scrutineers concerning formality. 


District ballot papers will be extracted and counted. 


Once underway, Region ballot papers will be extracted in another 
area. 


17 Appendix 7 in the Election Official Manual. 
18 Part 5 in the Election Official Manual ‘Scrutiny and Count’ provides a detailed procedure for 
each stage of count undertaken in voting centres. 
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Housekeeping 


i ee ee 


[| 


Once the District count has been completed, the two candidate 
preferred count will begin. 


Prior to each count there will be a short briefing outlining procedures. 


Mobile phone use is permitted for scrutineers, but must not interfere 
with the progress of the count - they should be used away from the 
counting area. 


Scrutineers may leave the voting centre at any time and their place 
may be taken by an appointed replacement. 


[Scrutineers arriving after 6:00 pm may be admitted, but might need to 
be asked to wait until the Voting Centre Manager can process their 
Appointment Notices and provide a briefing. ] 


Result sheets will be available to scrutineers to view after the results 
have been transmitted to the election office. Ask if there are any 
questions. 


OPEN BALLOT BOXES 


Ask scrutineers to witness the seal numbers on the ballot box against the 
numbers recorded in your Voting Centre Manager’s Return folder. Open the 
ballot box. 


Staff should commence unfolding ballot papers while you establish the voting 
centre balance figure. '° 


If any Declaration Vote P940 or Provisional Vote P9471 envelopes are found in 
the ordinary ballot box, they should be taken to the declaration issuing area to 
be included in the tally of declaration votes. 


COLLECT MATERIALS FROM ORDINARY ISSUING POINTS 


Collect all materials from ordinary issuing points (including Spoilt 
Ballot Papers P942 envelopes and scannable rolls containing the 
P1041). 


CHECK DECLARATION ISSUING POINTS 


Check Declaration Issuing Officers are completing their tasks for 
reconciliation and packing up correctly.”° 


18 Part 5 in the Election Official Manual — First preference District count / Getting ready. 
20 Part 4 in the Election Official Manual — Prior to close of voting / Duties after 6:00 pm. 
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ESTABLISH VOTING CENTRE TOTAL ISSUED (BALANCE) FIGURES FOR 
ORDINARY ISSUING POINTS 


a 


[| 
[| 


Complete Ballot Paper Inventory — Voting Centre P1045 and copy 
‘Total Allocation from EM/ELO’ (cell y) and ‘Own District/Region Loose 
Ballot Papers allocated to Declaration Tables’ (cell z) to Account of 
Ballot Papers-VCM-—OIP P444, cell y and cell z. 


Calculate ‘Net No. Available for Ordinary Voting (cell a) on P444. 


Check each Account of Ballot Papers—Ordinary Issuing Officer (sRoll) 
P1041 was correctly completed by each officer. Ensure calculations 
are correct. 


On P444: 


fell lend) el) ilecall Wise 


In ‘Roll Type’ column record each ordinary issuing point in the voting 
centre as scannable roll (sRoll) 


Transfer details from each P1047 columns 1 to 8 to the corresponding 
issuing point’s row. 


Complete ‘Total All Issuing Points’ row by adding up each column. 


Complete ‘Balance Figure’ (cell f). 
Ensure figure balances across and down. 


Transfer ‘Total Issued’ to cell f on First Preference Results—Voting 
Centre Manager—Ordinary District Ballot Papers P584 and First 
Preference Results—Voting Centre Manager—Ordinary Region Ballot 
Papers P585. 


Process discarded ballot papers 


[| 


[| 
[| 


Count all District and Region ballot papers in the Discarded Ballot 
Papers District and Region P943 envelope. 


[Do not count as a pair — record each District and Region ballot paper 
separately.] 


Complete details on the front of the envelope and transfer details to 
‘Total discarded ballot papers’ cell on P584 and P585. 


Seal the envelope. 
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COMPLETE THE P584/P585 


Complete the ‘Total ballot papers to be accounted for’ cells on the 
P584 (cell g) and P585 (cell k). 


CONDUCT THE COUNT OF ORDINARY VOTES 


Conduct the three counts required as soon as possible after the close 
of voting. Full instructions on how to conduct the count can be found in 
Part 5 of the Election Official Manual. 


| If there is a discrepancy, all bundles must be recounted. If the final 
figures remain the same, check that no ballot papers have been 
inadvertently put aside. If no further ballot papers are found, any 
discrepancy should be balanced in the ‘Not Returned’ figure. 


[If the discrepancy is more than one for every 500 votes counted, 
conduct further checks of the voting centre and contact the Election 
Manager.] 


TRANSMIT RESULTS 


Phone results through to the election office following the count order as soon as 
they are completed. 


e District Primary results 
e District 2CP results 
e Region Primary results 


Do not delay telephoning a result because a second result is almost complete. 
Use the number provided in the Voting Centre Manager’s Return folder. 
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PACKING UP AND MATERIAL RETURN 


Collating voting centre forms and parcelling equipment ready for return to the 
election office is an important part of election night. It must be done with care 
so all forms and ballot papers are easily located and identified at the 
election office. Voting Centre Managers may be required to return to the 
election office after election day if materials are not packaged correctly. 


Instruct your staff to package the forms, ballot papers and equipment according 
to the following instructions. 


VOTING CENTRE MANAGER'S RETURN FOLDER 


[| Place all forms collected from each issuing point in the Voting Centre 
Manager’s Return folder. Refer to the checklist in the front and ensure 
the forms and materials are returned in the same order as supplied 
and listed. 


[| Ensure completed Applications for Electoral Enrolment and Elector 
Information Reports P1081 are included in the labelled plastic sleeves 
in the folder. 


COLLECT MATERIALS FROM DECLARATION ISSUING POINTS 


Check the person in charge of the declaration area has provided you 
with their materials packaged according to the instructions.”' 


ied Check paperwork is fully completed. 


DISTRICT BALLOT PAPERS 


Place bundles of used District ballot papers, including informal 
ballot papers, in small security boxes labelled Used District Ballot 
Papers P845. 


REGION BALLOT PAPERS 


Fold used Region ballot paper bundles in half and place in the plastic 
satchels provided - front outwards so the name of the District can be 
seen. Ensure the Result Slip—Used Region Ballot Papers P581R or 
P582 is also clearly visible. 


Each satchel can hold about 250 ballot papers, i.e. five bundles of 50. 


[Only put up to six satchels (1,500 ballot papers) in a box or it will be 
too heavy.] 


21 Part 4 in the Election Official Manual — Close of voting / Duties after 6:00 pm. 
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For each satchel 


bl 


[| 


Keep above the line (ATL), below the line (BTL) and informal ballot 
papers in separate satchels. 


Record on Satchel Label Region P857 the: 

e Region 

e District 

e Voting Centre Name 

e ‘ATL’, ‘BTL’, or ‘Informal’ 

e satchel number out of the total number of satchels of that type 
(e.g. 1 of 6). 

Secure satchel (see pictures below): 

e fold the sides under to hold the papers tightly 

e leave the adhesive strip intact 


e seal with the P857 label across these folds and sign across the 
join so the satchels cannot be opened without tearing the label. 


[This provides insurance that the papers have not been tampered 
with.] 


Ballot Papers 


Record on the bottom of the First Preference Results-VCM—Region 
P585 the total number of: 


e ATL satchels 

e BTL satchels 

e informal satchels 

e total number of all plastic satchels containing ordinary Region 


ballot papers. 


Place the satchels of Region papers in Sealed Box B—Used Region 
Ballot Papers P852 and record the seal numbers.” 


22 See Appendix 2 for sample forms. 
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PACKAGING INSTRUCTIONS 


The following pictures are a guide to packing your material into large security 
boxes for return to the election office. When packaging each sealed parcel: 


e keep boxes to a manageable weight (boxes must not be packed past the 
handles); 


e only seal boxes when all materials have been accounted for; 


e keep materials together where possible (i.e. all used ballot papers in one 
box, all counterfoils in another), however contents may be combined as long 
as they are kept according to their Sealed Box. 


Flatten any unused security boxes and leave with the cardboard to be collected 
after election day or returned to the election office (single issuing point voting 
centres only that are not part of a joint voting centre). 


For small voting centres 


Small voting centres may vary the instructions for packing of materials into large 
security boxes to reduce the number and sizes of boxes if applicable. The 
contents listed for Sealed Boxes A and D (only) may be combined into one 
large security box for return to the election office. Where contents are 
combined, all of the relevant labels must be placed on the boxes used, to show 
what is included in each box. 


Small security boxes may be used instead of large boxes if appropriate. For 
example, if all of the unused ballot papers would fit into a small security box, 
there is no need to use a large box for Sealed Box B. This box cannot be 
combined with other boxes. 


Sealed Box A (Label P851) contains 


a Small sealed security boxes, 
labelled Used District Ballot Papers 
P845, containing used District 
ballot papers. 


al Small sealed security boxes, Used District o|{o |] }o 
labelled with Declaration Envelopes feat a ia is 
P850, containing: “see 
oO oO oO 
e Declaration Vote P940 
‘ Envelopes Envelopes 
envelopes sorted by family (P850) 
name P908 P942 
P940 P957 || P943 


e Application for P957R P941 
Enrolment/Provisional Vote 
P941 envelopes. 


e Absent Vote Exchange P957 
and P957R envelopes sorted in 
District order (if applicable) 
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e Postal votes handed in P908 


Spoilt (P942) and discarded (P943) 
envelopes. 


The folder(s) containing declaration 
counterfoils. 
Seal: 


e affix Sealed Box A P857 to lid 
and end of box 


Spee 


e highlight contents on label 
e attach plastic seals 


e record seal numbers and sign 
declaration on P857. 


Sealed Box B (Label P852) contains 


[|] Satchels containing Satchels 
ATL/BTL/informal Region ballot 
papers sealed with Satchel Label 
Region P857 with the details used Region 
recorded on the front. 


[| Seal: 


e affix Sealed Box B—Used 
Region Ballot Papers P852 to 
lid and end of box 


containing all 


ballot papers (P857) 


e attach plastic seals 


e record seal numbers and sign 
declaration on the P852. 


Sealed Box C (Label P853) contains 


ies All unused ordinary ballot papers. 


a Seal: 
All unused 
e 


affix Sealed Box C P853 to lid ballot papers 
and end of box 


e attach plastic seals 


e record seal numbers on the 
P853. 
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Sealed Box D (Label P854) contains 


iii Scannable rolls 
ic] Seal: 


affix Sealed Box D—Scannable 
Rolls P854 to lid and end of box 


e attach plastic seals 


scannable roll 
scannable roll 
scannable roll 
A 

scannable roll 


e record seal numbers on the 
P854. 


Sealed Box E (Label P855) contains 


List of Streets, Victoria. 


List of Streets 
Reference rolls List of Streets 
List of Streets 


All other stationery. 


Other stationery 


Seal: 


e affix Sealed Box E P855 to lid 
and end of box 


fe cal ea ed 


Reference roll 


ie) 
© 
® 
is} 
Cc 
® 
6 
‘OD 
a 


e attach plastic seals 


e record seal numbers on the 
P855. 


Absent sets (Label P849) 


etl Seal all boxes of absent sets (opened and unopened) with tape. 


a Affix the label Absent Set P849 to the top of each box. 


Laptops and tablets 


Laptops, tablets and accessories, including power leads and power 
board, must be packaged in the boxes they were provided. These 
must be returned in exactly the same state as they were delivered. 
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FINAL DUTIES 


Allocate staff the following tasks 


fe ea) il Ce 


Inspect the premises to ensure no election material has been 
overlooked. 


Dismantle voting compartments and ballot boxes, stacking them in an 
area ready for pick-up as determined by the voting centre owner. 


Remove all posters and notices. 


Ensure the premises are left in the condition they were in (or better) 
when hired. 


The Voting Centre Manager must 


Te ae 


Complete staff assessments on the Voting Centre Attendance Record 
in your Voting Centre Manager's Return folder and return with this 
Guide. 


Set alarms, turn off lights and lock up. 
Return keys of the premises to the caretaker or other nominated 
person. 


Return materials to the election office or as advised by the Election 
Manager. If you are too fatigued to return the materials on election 
night, you must phone the Election Manager to discuss alternative 
arrangements. 


If any damage has occurred within the voting centre, take photos and 
provide them to the Election Manager. 
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WHAT HAPPENS FROM HERE... 


v Results for each of the voting centres are published on the website. 


v¥ Reports are generated for any electronic rolls and balanced to the number 
of ballot papers issued. 


¥ All scannable rolls used are scanned at the VEC and balanced to the 
number of ballot papers issued. 


Y All District ballot papers are rechecked and recounted at the election office. 


v All Region ballot papers are rechecked and recounted. BTL Region ballot 
papers will be sent to a computer count centre. 


¥ Provisional votes are checked for entitlement. 
Y Declaration votes are counted at the election office. 


v Assessments that Voting Centre Managers have completed for election 
officials are entered into the VEC database. 


v¥ Election Managers complete a full account of ballot papers using the forms 
completed at voting centres. 


Y Elector Information Reports are collated at the VEC as part of the 
compulsory voting process to ensure that electors are not incorrectly issued 
with a non-elector notice or penalty. 


¥ Applications for Electoral Enrolment are returned to the VEC so that we can 
immediately update the roll. 
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ASSESSMENT OF VOTING CENTRE MANAGER 


The Election Manager will assess Voting Centre Managers at the conclusion of the election. A 
rating will be given, using the same scale that applies to all election officials: 


3 Exceeded expectations 
2 Met expectations 
1 Did not meet expectations 


0 Not assessed (only used if election official did not attend) 


An overall rating will be derived from assessments against the criteria listed below: 


1. PEOPLE MANAGEMENT 

Assessed by Election Liaison Officer using the 

relevant checklist. This criteria refers to a Voting 

Centre Manager’s ability to manage their own 

team and to provide a positive experience to 

electors within their voting centre. 

Organisation of voting centre 

e Venue laid out for maximum ease of 
movement for electors, including those with 
a disability 

e Laptops safely set up and cords secured 

e Designated Entrance to Voting Centre P453 
sign displayed at the entrance 

e External voting centre banner displayed 

e Table-height voting compartment and chair 
set up and adjacent to standard 
compartments 

e Staff have been well briefed and are being 
monitored 

e Staff being given breaks and rotated through 
positions as appropriate 

e Compartments cleared of litter and how-to- 
vote cards 

e Activities outside voting centre, including 
canvassing restricted zones, are being 
monitored as required 

Ordinary Issuing Procedures 

e Ballot paper numbers checked and recorded 

e Electors asked the prescribed questions 

e Address where elector lives checked against 
roll 

e Scannable rolls being marked correctly 

e Rolls used correctly 

e Ballot papers initialled and separated 

e Ballot paper security 

e Correct procedure for spoilt and discarded 
ballot papers 

e Elector Information Reports completed 

e Voting Centre Manager maintaining issuing 
points and procedures 


Declaration Issuing Procedures 

e Correct completion of declaration envelopes 

e Laptops or tablets used correctly 

e List of Streets, Victoria checked for 
provisional votes and correct ballot papers 
issued 

Assistance to Electors 

e Alert to electors needing assistance 

e Enquiries appropriately dealt with by staff 
providing high level of customer service 


2. COMPLETION OF PAPERWORK 

Assessed by Election Manager based on: 

e Electronic roll and scannable roll forms 
completed correctly 

e All forms in Voting Centre Manager's Return 
folder correctly completed 

e All staff assessments completed 

e Completed enrolment forms included in 
Voting Centre Manager’s Return folder 


3. PACKAGING OF MATERIALS 


Assessed by Election Manager based on 
materials packaged according to instructions. 


4. ACCURACY OF RESULTS 


Assessed by Election Manager based on 
comparison of voting centre totals with recheck 
totals. 

To be rated as having met this measure, (rating 
of two or three) ballot papers counted in the 
voting centre must be within 0.5% of total of 
rechecked figure. 
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APPENDIX 1: CANVASSING RESTRICTION ZONES 


Victorian State law sets out clear requirements regarding the behaviour of party 
and candidate workers outside voting centres. These include: 


Six metre rule: Conduct Near Voting Centres: A person is not allowed to 
canvass for votes, solicit the vote of any elector, induce any elector not to vote, 
or display any unofficial electoral notice within 6 metres of the Designated 
Entrance of, or within the building used as a voting centre. [EA s. 158] 


100 metre rule: Exhibit of notice or sign within 100 m of entrance to voting 
centre: During the hours of voting a candidate or registered political party may 
display up to two notices or signs not exceeding 600 mm x 900 mm within 

100 metres of the Designated Entrance of the voting centre. No other notices or 
signs in relation to the election, other than official notices, may be displayed in 
this area at this time. [EA s. 158A] 


400 metre rule: Distribution of printed electoral material. The only electoral 
material that may be distributed or made available during the hours of voting 
within 400 metres of a voting centre on election day are registered how-to-vote 
cards [EA s. 156]. Cards distributed outside early voting centres do not need to 
be registered. 


Contravention of these laws is an offence. 


Designated Entrances 


The canvassing restriction zones will be measured from the Designated 
Entrance. At the 2018 State election one Designated Entrance will be identified 
for each building used as a voting centre, unless circumstances apply where 
further entrances may also need to be so designated. 


In most cases the Designated Entrance will be the main entrance to the 
building, unless there are specific reasons that this would not be appropriate. 


It is critical that the 
Designated Entrance is 
clearly identified using the 
Designated Entrance to 
Voting Centre (P453) sign. 
This sign must be in place 
by 7.30 am on election 
day. Voting Centre 


In order to ensure there is 
no confusion regarding 
entrances, you may also 
affix signage to other 
entrances to the voting 
centre noting that they are 
not considered ; 

* Designed Entrance 
‘Designated Entrances’ in Not to scale 
respect to the legislation. 
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Adjusting the 6 metre exclusion zone 


You may, in certain circumstances (e.g. due to inclement weather or for safety 
reasons), determine a distance less than 6 metres applies to the voting centre. 
Any such decision will be made in consultation with the Election Manager and, 
where agreed, you must affix a notice (Reduction of Six Metre Distance P1093) 
to the Designated Entrance declaring the distance that applies and the reason 
the distance has been reduced. 


Potential issues regarding the 100 metre rule 


e Candidate campaign office/location — It is possible that a candidate 
campaign office or other location controlled by the candidate/party may fall 
within 100 metres of the Designated Entrance of a voting centre. In this case 
any signage displayed at the candidate/party location is subject to the 
requirements regarding notices or signs not exceeding 600 mm x 900 mm 
within 100 metres of the Designated Entrance of the voting centre. 


e Private property — It is likely that private residences will fall within 
100 metres of the Designated Entrance of the voting centre. Signage 
displayed in a private residence is not subject to the 100 metre requirements 
regarding display of signage within 100 metres of a Designated Entrance. 


Monitoring the 6 metre and 100 metre zones 


Counting the 


You and/or the staff member(s) responsible for queue management will be 
required to police the 6 metre and 100 metre zones. 


Should any signs be discovered that contravene the 100 metre zone 
requirements, the person(s) responsible must be asked to remove the sign. If 
they refuse or it is not clear who the sign belongs to, you and/or your delegate 
must remove the sign. 


If a candidate or party worker does not accept direction to comply with the law, 
or prevents a sign from being reasonably removed, inform them that penalties 
apply for persons contravening the law. If a person continues to contravene the 
law the police may be called to respond to the situation. 


number of signs 


The following guidance is provided for monitoring and counting the number of 
signs or notices displayed within 100 metres of a Designated Entrance to your 
voting centre. 


Notices or signs cannot be larger than 600 mm x 900 mm. A template has been 
provided with your materials to assist in checking size if required. 


Candidates or parties may display up to two notices or signs within the 
100 metre radius. No other notices or signs other than official election notices 
may be displayed in this area. 


For counting purposes, treat the District and Region as separate elections. For 
example: If your District ballot paper has five candidates, four of which are 
endorsed by a Registered Political Party and one independent, the independent 
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candidate can have a maximum of two notices or signs; each endorsed 
candidate/registered party can have up to two notices or signs between them. 


For the Region, check the ballot paper. Independent candidates can have two 
signs each. Each Registered Political Party listed above the line may have up to 
two notices or signs, or each endorsed candidate in their group can have up to 
two notices or signs, not both. Where parties form a composite group, each 
party that forms part of the composite group may have up to two notices or 
signs, or each candidate in their group can have up to two notices or signs, not 
both as described above. 


e AnA-frame sign printed on both sides is counted as two signs. 
e A sign that is printed on two sides is also counted as two signs. 


If any questions are raised about who has displayed or authorised the signs, 
discuss with the Election Manager. 


Issues involving how-to-vote cards 


You are not required to initiate an inspection of material to see if cards being 
distributed are registered. Party/candidate workers can be expected to monitor 
the distribution of how-to-vote cards. The Voting Centre Manager's role is 
only to respond to enquiries. 


Your first response to any unusual situation is to contact the election office. The 
Election Manager has a copy of all registered how-to-vote cards and will deal 
with any queries you may receive. Election Liaison Officers will also have a full 
set of registered how-to-vote cards. 


If you suspect any person of handing out unregistered how-to-vote cards, you, 
as the Voting Centre Manager, have the authority to: 


e advise that unregistered how-to-vote cards can only be distributed outside 
the 400 metre radius of the entrance to the voting centre; or 


e confiscate any unregistered how-to-vote cards (speak to Election Manager 
before confiscating cards). 


If you have any doubt about the correct response to a complaint about the 
distribution of how-to-vote cards, you must contact the Election Manager 
immediately. 


Behaviour outside voting centres 


A spirit of cooperation is requested from all workers outside voting centres with 
an equal entitlement to convey their message. Candidate and party workers 
have been asked to ensure a respectful environment exists outside each venue 
and the electors are not obstructed or intimidated as they enter the venue. 
Details of offences and expected standards of behaviour are included in the 
candidate handbook. The Voting Centre Manager is not expected to arbitrate on 
disputes outside any venue between party/candidate workers, except for 
instances where a complaint has been raised regarding the placement of 
notices and signs within 100 metres of the Designated Entrance to the voting 
centre. In such cases, request cooperation from all parties in the first instance, 
but if unsuccessful, contact the Election Manager. The situation will be 
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escalated to the relevant party/candidate administration to resolve, or if 
necessary, to the Police. 


Monitoring behaviour outside voting centres 


Voting Centre Managers must ensure that they or the staff member(s) 
responsible for queue management monitor activities outside the voting centre 
during the day to ensure the canvassing rules are being followed and that there 
is a spirit of cooperation. 


Tips for keeping a calm environment outside your voting centre: 


e establish a good rapport at the start of the day — introduce yourself and be 
clear about boundaries and expectations (use your aerial photograph to 
explain boundaries if necessary); 


e continue to monitor, or have the assigned staff member monitor throughout 
the day to ensure respectful interactions between electors, candidate 
helpers and party workers; 


e seek cooperation where appropriate, and resolve any potential issues by 
applying a customer service and common sense approach; 


e if cooperation is not achieved, escalate to the Election Manager or the 
Police on 000. 


Responding to allegations of intimidation 


It is an offence under the Electoral Act 2002 for a person to subject any person 
who is handing out how-to-vote cards within 100 metres of the entrance to a 
voting centre, to violence or intimidation. 


While it is expected that a cooperative environment will exist outside voting 
centres, the following is provided for your assistance in the unlikely situation, 
that allegations of intimidation are made at your voting centre. 


Intimidation is considered an action that a reasonable person would consider 
likely to arouse fear or apprehension in the victim; and is of a serious and 
significant nature — it is not sufficient that a person states that they have been 
intimidated. 


Where it is alleged that intimidation has occurred or is occurring the following 
steps should be taken: 


e speak to the parties concerned seeking cooperation and determine what 
has occurred; 


e where it is appropriate, speak to other witnesses; 
e ask yourself the following: 


— would a reasonable person consider the alleged conduct would 
arouse fear or apprehension; 


— did the conduct appear to be directed at preventing or impairing a 
person handing out how-to-vote cards or supporting a candidate; 
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— is the alleged intimidation likely to have a serious and significant 
impact on the victim. Conduct that is merely rude, offensive or 
provocative will not be sufficient. 


If the answer is yes to any of the questions above, request that the person stop 
engaging in the intimidating conduct and alert them to the penalties that apply 
(600 penalty units or up to five years imprisonment). If the behaviour continues 
or their response is not satisfactory, call the Police to assist by removing the 
person engaging in the conduct in question. 


Document any incidents 


It is important that any incidents that occur, including those concerning the 

6 metre, 100 metre and 400 metre rules, are documented in the Voting Centre 
Complaints and Issues Report P1086 in your Voting Centre Manager’s Return 
folder. Note the time of the issue, and describe the issue and the response and 
details of any relevant parties or witnesses. 
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APPENDIX 2: SAMPLE FORMS AND RECONCILIATION 


Ballot Paper Inventory—Voting Centre P1045 


Ballot Paper Inventory 
Voting Centre 


Voting 


Total 


per = 1 Ballot Paper 


. Own District/Region 
Initial Further Reallocated | Allocation Loose Ballot Papers 


Allocation | Allocation | '°£tO/other from allocated to Declaration 


Type of ballot paper 
voting centres EM/ELO Tahtee 


Per Note number of Own 
Own District/Region District/Region Loose Ballot 


llot P rs Papers allocated to 
= aaa Declaration Tables. 


Check count : {OO 


Declaration Ballot Papers 


Absent Sets (10 papers for 
each District = 880 papers) 


Blank sets (10 papers for 
each Region with blank 
District attached = 80 papers) 


Other District/s Loose Ballot Papers, please list 


SIGNATURE a oe Manager) 


P1045, pair on pink pareR Victorian Electoral Commission Qe 
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Account of Ballot Papers-VCM-OIP P444 


ea ie 
VOTING CENTRE MANAGER AIKLEIGH 
Ordinary Issuing Points Natiba tucstion| ence 


(1 District/Region Paper = 1 Ballot Paper) 


Allocated to 
Total Allocation from EM/ELO _ Declaration Tables 
(from Ballot Paper (from Ballot Paper NET No. AVAILABLE for 


Own Ballot Papers Inventory P1045 Inventory P1045) ORDINARY VOTING 
Received from : 

: \ LEss| }OO | = 
Election Manager 703 yy) 1603 . 


ACCOUNT OF ORDINARY BALLOT PAPERS (Own District/Own Regi 


Roll ] PLUS PLUS |LESS 
Issuing) Type lay 2” ci 
Point | €Roll/sRoll | Allocation | Allocation | Allocation | Reallocated 
(figures from P1041 or P457) 


309 ore) 100 = 
309 299 100 ~ 


LESS 


Spoilt | Unused |] TOTAL ISSUED 


(from P1041/P457) 


TOTAL 
ALLOCATED 


(figures from P1041/P457) 


sKeil 


Total Issued 
Transfer this total 
Check: (b)+(d)=(a) /60 +3 ~K03V { 
‘Total Allocated’ for All Issuing Points + Count no. of 
‘Count of ballot papers NOT allocated to Issuing points’ should Ballot Papers 
be equal to ‘NET No, AVAILABLE for ORDINARY VOTING’. NOT allocated to 
If different, check all figures. Issuing Points 
TOTAL UNUSED 
(=unused + 
not allocated) 
=(c)+(d) 
P444 rranr on pink rarer Victorian Electoral Commission 
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First Preference Results-—VCM-District P584 


VOTING CENTRE MANAGER 
Ordinary DISTRICT Ballot Papers VOTING 


Transfer “TOTAL ISSUED” figure from P444 | | AN 
SOS (f) 

Less Total Discarded Ww 

Total Ballot Papers to be accounted for 1SOo3 
st 
Candidates’ Names (in ballot paper order) ela 
ALLEN Jem | 
McLEAN, George 683 


a 


These 


figures are 


to be 


telephoned to 
the EM 
immediately 
upon 


completion 


Informal ballot papers am ny 
TOTAL BALLOT PAPERS COUNTED IS00 " 


@) 
Not returned 
FINAL BALLOT PAPERS|| | ~ (9) mash 
ACCOUNTED FOR|| ! 2 


Figures in boxes marked ‘(g)’ must agree 
Figure ‘(h)’ to be transferred to P540 (District) 


P584 (Print on Pink Paper) Victorian Electoral Commission @ 


45 


VOTING CENTRE MANAGER GUIDE 


Two Candidate Preferred Count-VC P540 


Two-Candidate-Preferred Count 


VOTING CENTRE 


APPENDIX 2: SAMPLE FORMS AND RECONCILIATION 


ELECTORATE | OAKLEIGH 


° 
S 
=| 
fe} 
=a 


Surnames of Selected Candidates: 


Surname(s) of 
candidate(s) whose 
votes are 

to be distributed 


ENTER No. OF 1ST PREF 
VOTES FROM P445 


TWO-CANDIDATE-PREFERRED TOTAL 


Telephone 
this line of figures to 
the EM as soon as 
possible 


JONES 
Se | 


63 
bray 


67 8 
PLUS Total informal votes (h) from P584 


BALANCE This figure must equal 
“Total Ballot Papers Counted” (i) from P584 


McLEAN 


683 


TOTAL 


P540 (Print on Pink Paper) 
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First Preference Results-VCM-Region P585 


First Preference Results REGION | Southern Metropolitan 
VOTING CENTRE MANAGER DISTRICT | Oakleigh 
Ordinary REGION Ballot Papers VOTING LOCATION | Central 


These figures are to be telephoned to the EM immediately upon completion 


Transfer “TOTAL ISSUED” figure from P444. > 
Less total discarded 


Total Ballot Papers to be accounted for 


ist Preference Votes Polled 
(these figures are to be phoned through to the EM immediately upon completion) 


ATL BTL Total 
(where applicable) (where applicable) 


Group/Ungrouped Candidates 
(in Ballot Paper order) 


Group A- PartA ‘7Tb0 
Group A - Part B ee 


HATFIELD, Bill 
= 


BAKER, Andrew 
RAGNARSON, Robert 


——-- 


Total ATL Votes Total BTL Votes “| Total Formal Votes 
| 3 | 1O6 l4¢ > 


Informal Ballot Papers { | 


Total Ballot Papers Counted 


Not returned 


Final Ballot Papers accounted for 
(1) + (m) = (k) 


Figures in boxes marked ‘(k)’ must agree 


Number of Satchels of Ordinary Region Ballot Papers 


| ATL Satchels | BTL Satchels Informal Satchels | Total Satchels 
| = | / | F 


No. Of Satchels: checked by EQ:On Feturmizccsits..:0ci0s-seseesssessvecenecsunceeencesseseucnncsiveensidevessrinecde Signature 


P585 (Print on Pink Paper) Victorian Electoral Commission @ 


47 


VOTING CENTRE MANAGER GUIDE APPENDIX 3: VOTING CENTRE LAYOUT 


APPENDIX 3: VOTING CENTRE LAYOUT 


The diagrams show some examples of suitable voting centre layouts. 


Each voting centre will vary considerably in size and shape, accessibility and 
the number and type of electors anticipated. You should plan your layout with 
the principles displayed here and the unique qualities of your voting centre in 
mind. 


When planning your voting centre layout you should consider: 


Elector access - careful planning of your voting centre should maximise access 
for electors of varying abilities. 


Entrance and exit - if there is more than one, the Designated Entrance should 
be the one which provides the best access for electors with varying abilities and 
allows for electors queuing at the entrance? The Election Manager will have 
provided you with an aerial map showing you the Designated Entrance. 


Flow of elector traffic - keep in mind the number of issuing points and where 
to place the queue controller (if applicable). 


Positioning of furniture - allowing good visibility for staff, secrecy for electors 
and elector flow. 


Critical signs - position signs where they can be clearly seen. 


ra R D Ordinary Issuing Point 
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2 


Declaration 
Issuing 
Point 
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VCM 


g 
FS 
oy 
gy 
Y 
Gy 
Ss 
O 


Ordinary 
Issuing Area 


Declaration Issuing Area 


Ballot Box 


Guard 


Queue barriers. 


VCM 


Queue 
Controller 


Ordinary Issuing Area 
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